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MANAGEMENT/SUPERVISION/LEADERSHIP 
3/4  INCH  VIDEO 


100.001  THE  NEW  SUPERVISOR 


1)  A New  Attitude  10:40  min. 

2)  The  Message  is  Yours:  Don't  Lose  It  10:32 

3)  Getting  the  Job  Done  Through  Others  11:20 

4)  Training:  A Major  Responsibility  9:30 

5)  Self  Development:  The  Key  to  Success  10:33 


General  problems  in  communicating,  conference  leadership,  oral  and 
written  communication  are  covered.  Deals  with  motivation,  respon- 
sibility of  getting  the  job  done  through  planning,  organizing, 
directing  and  controlling  of  others. 

100.002  THE  SUPERVISOR  AS  A CLASSROOM  INSTRUCTOR 


1)  The  Teaching-Learning  Process  11:05  min. 

2)  Communication  & Learning  10:36 

3)  Preplanning  & Objectives  10:45 

4)  Helping  the  Learner  to  Learn  10:13 

5)  Effective  Teaching  Techniques  12:06 

6)  Evaluation  and  Follow-up  12:00 


Outlines  the  elements  comprising  the  learning  process,  the  learner, 
the  teacher,  the  information  and  the  environment.  Various  tools  and 
techniques  for  improving  communication  are  presented.  The  important 
of  preplanning  and  setting  objectives  are  discussed.  How  to  moti- 
vate the  learner,  how  to  evaluate  your  teaching  and  techniques  used 
are  discussed. 

100.003  THE  SUPERVISOR  AND  OJT 


1) 

Analyzing  for  Training 

11:55  min. 

2) 

Preparing  Training  Objectives 

12:25 

3) 

How  to  Do  OJT 

12:10 

4) 

Training  for  Upward  Mobility 

15:45 

5) 

Following  Up  on  Training 

9:28 

This  video  presentation  serves  as  an  aid  to  the  supervisor  in 
determining  OJT  needs,  presents  problems  of  persons  who  have  little 
success  in  learning,  shows  the  important  of  upward  mobility  and 
shows  the  role  of  the  supervisor  in  follow-up  and  evaluation  of 
training. 

100.004  THE  EVERYDAY  SUPERVISORY  SKILLS 


1) 

How 

to  Get  Work  Done 

7:30  min. 

2) 

How 

to  Build  Loyalty 

9:25 

3) 

How 

to  Disagree  Agreeably 

8:30 

4) 

How 

to  Appraise  Your  People 

10:10 

5) 

How 

to  Motivate  Your  People 

8:15 

6) 

How 

to  Write  Effective  Reports 

8:52 

MLB:2:mb:238f/l 


-1- 


MANAGEMENT/SUPERVISION/LEADERSHIP 
3/4  INCH  VIDEO 


Discusses  skills  needed  by  a supervisor  in  order  to  do  daily  viork  of 
motivating,  discipline,  appraisal  of  personnel,  loyalty  to  the  job 
and  being  an  effective  communicator  in  writing. 

100.005  THE  HUMAN  SIDE  OF  MANAGEMENT 


1) 

What's  Behind  Behavior? 

14:17 

2) 

Working  More  Effectively  With  People 

9:30 

3) 

Managing  for  Results 

9:35 

4) 

Coaching 

10:48 

This  video  shows  that  a supervisor  must  look  at  the  total  person  and 
how  to  best  utilize  them  in  their  jobs.  The  questions  "What's 
Behind  Behavior?"  and  "How  are  Attitudes  Formed?"  are  addressed. 
How  to  manage  by  setting  objectives  is  presented. 

100.006  THE  MANAGEMENT  OF  WORK 


1) 

The  Successful  Manager 

9:37  min. 

2) 

PI anning 

9:25 

3) 

Organizing 

12:12 

4) 

Directing 

14:08 

5) 

Controlling 

12:42 

Deals  with  each  of  the  above  areas  and  why  they 

are  important  as  an 

area 

in  having  a vital  effective  organization. 

ASSESSING  EMPLOYEE  POTENTIAL 

1) 

General  Problems 

10:30  min. 

2) 

Matching  People  & Positions 

10:27 

3) 

Assessment  Methods 

13:55 

4) 

On-the-Job  Assessment 

13:04 

5) 

The  Assessment  Center 

16:33 

This  presentation  encourages  supervisors  to  ask  themselves  "How  much 
do  we  really  know  about  the  subordinates  we  promote,  or  decide  not 
to  promote?"  It  provides  a better  understanding  of  supervisory 
skill  and  relationship  with  various  jobs  in  order  to  make  employee 
evaluation  easier  and  more  effective.  Acquaints  the  supervisory 
personnel  with  some  of  the  more  popular  assessment  techniques,  their 
possibilities  and  limitations. 

100.008  JOB  ENRICHMENT 


1)  How  Man's  Work  Has  Changed  12:06  min. 

2)  What  Motivates  Man  to  Work  12:44 

3)  Installing  Job  Enrichment  10:44 

4)  Problems  in  Job  Enrichment  12:44 


This  video  traces  the  history  of  man's  work  to  see  how  it  has 
changed  and  what  motivates  people  to  perform  in  a work  situation. 
Satisfaction  and  dissatisfaction  in  a job  are  discussed  and  what  a 
supervisor  can  do  to  enrich  the  job. 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
3/4  INCH  VIDEO 


100.009  PRODUCTIVE  DISCIPLINE 

1)  Why  Discipline  10:02  min. 

2)  Why  Employees  Don't  Perform  11:38 

3)  How  to  Do  Productive  Discipline  10:38 

This  video  presentation  deals  with  creating  awareness  of  the  need  of 

discipline,  attitudes  and  how  performance  is  affected  by  either 
"good  or  bad"  attitudes  and  discusses  characteristics  of  good  and 
bad  discipline  approaches. 

100.010  THE  INTERVIEWING  SKILLS 


1)  General  Principles  of  Interviewing  12:24  min. 

2)  The  Employment  Interview  11:22 

3)  The  Counseling  Interview  11:13 

4)  The  Disciplinary  Interview  9:08 

5)  The  Appraisal  Interview  9:42 

6)  The  Exit  Interview  9:44 


Various  kinds  of  interviews  and  their  differences  are  presented. 
The  video  provides  the  means  of  comparing  and  contrasting  effective 
and  ineffective  interviewing  procedures  used  in  the  employment 
interview,  the  appraisal  interview  and  the  exit  interview. 


100.011  THE  EFFECTIVE  SUPERVISOR 


61.10  min. 


Deals  with  leadership,  motivation,  communication,  productivity,  and 
teamwork.  Has  an  accompanying  text,  "First  Line  Management." 

100.012  WHAT  MANAGERS  DO 

A video  tape  containing  five  segments  of  5-7  minutes  each.  The 
segments  deal  with: 

1)  Defining  the  Manager's  Role 

2)  Planning 

3)  Organizing  and  Staffing 

4)  Monitoring  and  Controlling 

5)  Leadership  and  Motivation 


100.013  THE  UNORGANIZED  MANAGER  - PART  I 24  min. 

In  this  video  we  see  a manager  doing  jobs  he  needn't  do,  wasting  his 
and  others  time. 

100.014  THE  UNORGANIZED  MANAGER  - PART  II  27  min. 

Shows  the  manager  under  the  guidance  of  Saint  Peter  attempting  to 
put  his  life  together.  How  to  organize,  allocate  time,  set  priori- 
ties and  manage  daily  office  routine. 
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100.015 


100.016 


100.017 


100.018 


100.019 


100.020 


100.021 


WHAT  DO  EMPLOYEES  THINK  27  min. 

This  video  illustrates  problems  of  the  employer  and  employee  and 
approaches  that  can  make  the  employment  situation  workable  for 
everyone.  Poor  Quality. 


WHAT  YOU  ARE  IS....  (Morris  Massey)  3i  hrs. 

Discussion  of  peoples'  values  relating  to  their  developmental 
period. 

YOU  ARE  IS  WHERE  YOU  SEE  (Morris  Massey) 

Tape  1 & Tape  II  30  min.  each 

This  is  a continuation  of  peoples  values  and  how  it  relates  to  the 
future  as  presented  by  Morris  Massey. 

PRODUCTIVITY  AND  THE  SELF  FULFILLING  PROPHECY:  28.: 53  min. 

THE  PYGMALION  EFFECT 

Discusses  the  self  fulfilling  prophecy,  individuals  responding  to 
meet  external  expectations  and  how  this  principle  can  be  used  to 
further  productivity. 

THE  ABILENE  PARADOX  28  min. 

Demonstrates  people  going  along  with  what  they  think  the  group  wants 
even  though  they  do  not  want  to  do  it.  What  effect  this  can  have 
not  only  on  business  and  productivity  but  also  in  personal  life. 


LEADERSHIP:  "STYLE  OR  CIRCUMSTANCES"  30  min. 

Effective  leadership  through  the  careful  selection  of  the  right 
person  for  the  right  job  is  discussed.  Relationship  motivated 
leadership  vs.  task  motivated  leadership. 


SOMETHING  TO  WORK  FOR  30  min. 

Discusses  motivation  and  the  supervisor. 
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100.101  A WILD  GOOSE  CHASE  5 min. 

A film  on  listening  and  misunderstanding. 

100.102  IN  SEARCH  OF  EXCELLENCE  90  min. 

Public  Broadcast  Co.  presents  a video  on  a number  of  businesses  and 
what  they  have  done  to  have  excellence  in  the  organization. 

100.103  DISCIPLINE  WITHOUT  PUNISHMENT  21.10  min. 

How  to  give  discipline  positively. 

100.104  THE  SUPERVISOR  AND  ARBITRATION  20  min. 

Discusses: 

1.  Documentation  - progressive  discipline 

2.  Consistency  in  penalties 

3.  Past  practices 

4.  Communication  between  supervisor  and  employee 
So  supervisor  action  will  be  held  up  in  arbitration. 

100.105  WHO  STEPPED  ON  MY  BUTTERFLY  10  min. 

Discusses  self  esteem  - how  to  build  and  destroy  it. 

100.106  ARBITRATION  - A JUST  CAUSE  LEADERS  GUIDE  52.25  min. 

A leaders  informational  guide  to  arbitration. 

100.107  WHY  EMPLOYEES  DON'T  DO  WHAT  THEY'RE  SUPPOSED  25  min. 

TO  DO 

Film  describes  why  employees  don't  do  what  they  are  supposed  to  do. 
It  also  discusses  ways  to  get  work  done  the  way  you  want  it  done 
(meeting  guide  available). 

100.108  THE  GREATEST  MANAGEMENT  PRINCIPLE  IN  THE  WORLD  13  min. 

Discusses  that  employees  do  what  they  are  rewarded  to  do.  It  shows 
how  organizations  inadvertently  reward  undesirable  work  behaviors 
(guide  available). 

100.109  SUBSTANCE  ABUSE:  A MANAGEMENT  INTERVENTION  PROG.  17  min. 

Discusses  how  managers  deal  with  a substance  abuse  problem. 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
16  mm  FILM 


100.201  FACE  TO  FACE  27  min. 

Provides  a program  that  will  help  managers  understand  both  why  they 
must  coach  employees  and  how  to  do  it. 
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MANAGEfCNT/SUPERVISION/LEADERSHIP 
AUDIO-CASSETTE  TAPES 


100.301  APPRAISING  PERFORMANCE:  AN  INTERVIEW  SKILLS  COURSE 

Provides  a number  of  examples  of  the  performance  appraisal  inter- 
view. 

100.302  ONE-MINUTE  MANAGER 

A review  of  the  skills  of  providing  one-minute  goal  setting, 
praising  and  reprimands  on  employee  work. 

100.303  LEADING  MEETINGS 

Learn  how  to  determine  if  a meeting  is  necessary  and  then  conduct 
the  meeting  using  the  time  allowed  effectively. 

100.304  INTERPERSONAL  RELATIONS 

Provides  a number  of  cases  on  1)  Lack  of  Information,  2)  Superior- 
Subordinate  Conflict/Training,  3)  Delegating  Responsibilities, 

4)  Superior-Subordinate  Conflict/Lack  of  Empathy,  5)  Conflict 
Between  Peers,  and  6)  Job  Enrichment. 

100.305  INTERVIEWING  SKILLS 

Learning  units  include  1)  General  Principles  of  Interviewing, 

2)  Employment  Interview,  3)  Counseling  Interview,  4)  Disciplinary 
Interview,  5)  Appraisal  Interview,  and  6)  Exit  Interview. 

100.306  THE  MANAGERIAL  SKILLS 

Learning  units  include  1)  Organizing  for  Results,  2)  Developing 
Effective  Management,  3)  Decision  Making,  4)  Leading  People,  and 

5)  Perception. 

100.307  DISCIPLINE  WITHOUT  PUNISHMENT 

Learning  unit  includes:  facilitator's  guide,  participants  workbook, 
audio  tapes,  and  training  aids. 

100.308  WINNING  MANAGEMENT  STRATEGIES  FOR  THE  REAL  WORLD 
Includes: 

1)  Getting  the  Job  Done 

2)  People  Helping  People 

3)  How  to  De-clutter  Your  Life 

4)  Innovation 

5)  Decentralization  of  Information 

6)  Marketing 

7)  Saying  Thanks 

8)  Exceptional  Service/Fewer  People 

9)  Missions 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
AUDIO-CASSETTE  TAPES 


100.309 

MEGATRENDS 

A discussion  of  the  role  of  management  in  today's  business  world. 

100.310 

HELP  YOURSELF  TIME  MANAGEMENT 

Deals  with  taking  charge  of  your  time  in  prioritizing  and  planning 
of  activities,  how  to  conquer  procrastination  and  how  to  delegate  to 
others. 

100.311 

PLANNING 

Includes  discussion  of  barriers  to  planning,  contingency  planning, 
developing  alternative  approaches  and  writing  daily  work  plans. 
This  is  a trainers  guide  to  designing  training  sessions  in  planning. 

100.312 

HOW  TO  DEAL  WITH  DIFFICULT  PEOPLE 

4 Tapes  (available  from  G.V.W.j 

100.313 

POSSIBILITY  THINKING 

Learning  units  include  1)  Attitude,  2)  Imagination,  3)  Opportuni- 
ties, 4)  Problems,  5)  Goals,  6)  Leadership,  7)  Self-esteem, 
8)  Faith,  9)  Energy,  10)  Time,  11)  Determination,  and 
12)  Management. 

100.314 

THE  FIRST  TIME  SUPERVISOR 

Discusses  being  a new  supervisor. 

100.315 

GOAL  SETTING 

Discusses  the  reasons  for  goal  setting  and  the  benefits. 
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100.501  HOW  THE  SUCCESSFUL  WOMAN  MANAGES  (a  self-study  program) 

Course  is  presented  by  American  Management  Associates.  Topics 

covered  are: 

1)  Communications 

2)  Management  Skills 

3)  Time  and  Stress  Management 

4)  Decision  Making/Problem-Sol ving 

5)  Leadership 

6)  Managing  Change 

100.502  SUCCESS  THROUGH  ASSERTIVENESS  (a  self-study  program) 

Course  is  presented  by  American  Management  Association.  Topics 

covered  are: 

1)  Assertive  Behavior 

2)  Self  Image 

3)  Self  Awareness 

4)  Identifying  and  Overcoming  Obstacles 

5)  Verbal  and  Non-verbal  Assertive  Tools 

6)  On  the  Job  Assertiveness 

7)  Assertiveness  in  Work  Relationships 

100.503  LEADERSHIP  AND  THE  ONE  MINUTE  MANAGER 

100.504  ONE  MINUTE  MANAGER 


100.505  PUTTING  THE  ONE  MINUTE  MANAGER  TO  WORK 

100.506  THE  MANAGEMENT  SKILLS  INVENTORY 

100.507  THE  BEST  MANAGEMENT  RESOURCES 


100.508  MODULAR  PROGRAM  FOR  SUPERVISORY  DEVELOPMENT 


Volume  I - Planning;  directing  and  co-ordinating  work;  controlling 
work;  work  study. 

Volume  II  - Quality  control;  finance  and  costs  control;  problem 
analysis  and  decision  making;  introducing  change; 
communications  and  records;  individual  and  group 
discussions  and  management  of  time. 

Volume  III  - Utilization  of  equipment  and  facilities;  maintenance 
management;  energy,  utilities  and  auxiliary  services; 
office  supervision;  purchasing;  marketing;  safety  and 
heal th. 


Volume  IV  - Leadership,  informal  and  group  organizations;  staffing; 

motivating  employees;  job  evaluation  and  performance 
appraisals. 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
BOOKS  AND  PAMPHLETS 


Volume  V - Salary  and  wage  administration;  training  and  develop- 
ment; behavior  in  supervision;  industrial  relations; 
maintaining  discipline  and  morale;  complaints  and 
' grievances;  supervising  special  groups. 

100.509  HARVARD  BUSINESS  REVIEW  REPRINTS 

Horse  Collar  and  Blue  Collar  Blues 

Doing  Away  With  the  Factory  Blues 

Why  Motivation  Theory  Doesn't  Work 

Deterioration  of  Work  Standards 

One  More  Time:  How  Do  You  Motivate  Employees? 

What  Job  Attitudes  Tell  About  Motivation 
Managing  Guaranteed  Employment 
Discipline  Without  Punishment 
Supervision:  Substance  and  Style 
Who  Are  Your  Motivated  Workers? 

The  Human  Dilemmas  of  Leadership 
Ten  Problems  That  Worry  Presidents 
Management  of  Disappointment 
On  Executive  Suicide 
Must  Success  Cost  So  Much 
Tension  Can  Be  An  Asset 
Time  Out  From  Tension 
Easing  the  Pain  of  Personal  Loss 
How  Much  Stress  is  Too  Much? 

Your  Innate  Asset  for  Combating  Stress 
What  Killed  Bob  Lyons? 

Let  First-Level  Supervisors  Do  This  Job? 

Motivating  People  With  Meaningful  Work 
Why  Employees  Stay 

Strategy  for  Winning  Employee  Commitment 
Job  Enrichment  Lessons  From  AT&T 
Unshackle  Your  Comers 
Is  Job  Enrichment  Just  a Fad? 

Quality  of  Work  Life  - Learning  From  Tarry  town 
Work  Innovations  in  the  United  States 
Job  Enrichment  Pays  Off 
Where  Are  Your  Unenriched  Jobs? 

Motivation  Part  I 
Motivation  Part  II 

How  Top  Non-Union  Companies  Manage  Employees 
How  To  Choose  Leadership  Pattern 
Zero-base  Budgeting 

Sexual  Harassment. . .Some  See  It... Some  Won't 
The  Middle  Manager  as  Innovator 
"What  Do  You  Mean  I Can't  Write?" 

Performance  Review  - A Mixed  Bag 
Two  Women,  Three  Men  On  A Raft 
Compensation,  Jobs  and  Gender 
Performance  Appraisal:  Managers  Beware 
How  To  Design  A Strategic  Planning  System 
Split  Roles  In  Performance  Appraisal 
How  To  Run  A Meeting 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
BOOKS  AND  PAMPHLETS 

100.510  IN  SEARCH  OF  EXCELLENCE 

100.511  MODELS  FOR  EXCELLENCE 

100.512  ORGANIZATIONAL  CAREER  DEVELOPMENT 

100.513  MEGATRENDS 

100.514  ORGANIZATIONAL  CHANGE  THROUGH  EFFECTIVE  LEADERSHIP 

100.515  MANAGEMENT  OF  ORGANIZATIONAL  BEHAVIOR 

100.516  THE  SITUATIONAL  LEADER 

100.517  THE  SUCCESSFUL  SUPERVISOR  IN  GOVERNMENT  AND  BUSINESS 

100.518  MANAGERIAL  DECISION  MAKING 

100.519  SELF-EVALUATION  AND  PLANNING  FOR  HUMAN  SERVICE  ORGANIZATIONS 

100.520  THE  STANDARD  MANUAL  FOR  SUPERVISORS 

100.521  HOW  TO  IMPROVE  PERFORMANCE  THROUGH  APPRAISAL  AND  COACHING 

100.522  MANAGEMENT  IN  SMALL  DOSES 

100.523  COACHING  FOR  IMPROVED  WORK  PERFORMANCE 

100.524  GMP  *THE  GREATEST  MANAGEMENT  PRINCIPLE  IN  THE  WORLD 

100.525  THE  SUCCESSFUL  SUPERVISOR 

100.526  FUNDAMENTALS  OF  BEHAVIOR 

100.527  MANAGING  IN  TURBULENT  TIMES 

100.528  MANAGEMENT:  TASKS  - RESPONSIBILITIES  - PRACTICES 

100.529  MANAGEMENT  FUNDAMENTALS 

100.530  WHAT  MANAGERS  DO  - 

Video  course  is  also  available. 

100.531  QUALITY  CIRCLES 

100.532  THE  PEOPLE  PUZZLE 

100.533  NEW  TIME  MANAGEMENT 

100.534  MANAGEMENT  SOLUTIONS  SPECIAL  REPORTS 

1)  Problem  Solving 

2)  Training 
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MANAGEMENT/SUPERVISION/LEADERSHIP 
BOOKS  AND  PAMPHLETS 


3)  Team  Building 

4)  Decision  Making 

5)  Making  Motivation  Work 

6)  Management  Development  & Leadership  Techniques 

7)  Practical  Negotiations  & Conflict  Resolution 

8)  The  Manager  & The  Law 

9)  Counseling 

10)  Building  a Professional  Image 

11)  Time  Management 

12)  Strategies  for  Planning  and  Control 

100.535  Planning  and  Control  for  Managers 

100.536  General  Management 

100.537  The  Encyclopedia  of  Management 

100.538  Retracking  America  - A Theory  of  Transaction  Planning 

100.539  Encyclopedia  of  Proffessional  Management 

100.540  Management  and  The  Worker 
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200.001  THE  EFFECTIVE  OFFICE  WORKER  (Video  tape  only  or  facilitator  presen- 
tation available) 


1) 

The  Role  of  the  Office  Worker 

8:40 

2) 

Managing  Your  Time 

10:47 

3) 

Managing  the  Job 

9:41 

4) 

Making  the  Boss  Look  Good 

9:01 

5) 

Improving  Your  Communication  Skills 

8:23 

Outlines  performance  and  personality  traits  of  the  acceptable  office 
worker,  points  out  methods  of  managing  time,  how  to  manage  the  job, 
the  need  for  knowing  the  boss  and  improving  your  ability  to  communi- 
cate. 

200.002  CASH  EQUIVALENCY  (Society  of  Real  Estate  Appraisers)  49:30  min. 

Useful  to  all  appraisers  who  have  a basic  knowledge  of  appraisal 
techniques  and  have  practical  experience.  It  is  not  intended  for 
beginning  appraisers  or  trainees. 

200.003  TELEPHONE  MANNERS  II  (Video  tape  only  or  facilitator  12  min. 
presentation  available) 

Discusses  use  of  the  telephone  in  establishing  a public  image  of  the 
organization. 

200.004  THE  BUDGET  PROCESS  AND  LEGISLATIVE  INTENT  42  min. 

General  budget  process  for  the  State  of  Montana,  Legislative  intent, 
and  more  specific.  Department  of  Highways'  budget  processes  are 
discussed. 
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BUSINESS/COMPUTERS 
AUDIO-CASSETTE  TAPE 


200.301  HOW  TO  USE  LOTUS  1-2-3 

Cassette  tapes  and  lesson  summary. 

200.302  HOW  TO  USE  DBASE  III  PLUS 
Cassette  tapes  and  reference  guide. 

200.303  HOW  TO  OPERATE  THE  MACINTOSH 

200.304  INTRODUCIION  TO  DESKTOP  DESIGN 
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BUSINESS/COMPUTERS 
BOOKS  AND  PAMPHLETS 

200.501  APPRAISAL  OF  REAL  ESTATE  - SIXTH  EDITION 

200.502  ASSESSING  FINANCIAL  ACTIVITIES  IN  GOVERNMENT 

200.503  PRINCIPLES  OF  ACCOUNTING 
Textbook  on  1st  year  accouting. 

200.504  ELEMENTARY  STATISTICS 

200.505  THE  POLITICS  OF  THE  BUDGETARY  PROCESS 

200.506  THE  HUMAN  SIDE  OF  ENTERPRISE 

200.507  INFORMATION  PROCESSING  SYSTEM 

200.508  INTRODUCTION  TO  COMPUTERS  AND  THEIR  APPLICATION  - VIDEO  PROGRAM  IS 
AVAILABLE 

200.509  THE  INTELLECTUAL  CRISIS  IN  AMERICAN  PUBLIC  ADMINISTRATION 

200.510  BASIC  FINANCIAL  MANAGEMENT 
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COMMUNICATION  SKILLS 
3/4  INCH  VIDEO 


300.001  BUSINESS  WRITING  SKILLS 


1) 

General  Principles  of  Business 

Writing 

13.44  min. 

2) 

Organizing  Business  Writing 

14.55 

3) 

Clear  Business  Writing 

15.03 

4) 

Friendly  Business  Writing 

14:33 

5) 

Effective  Business  Reports 

14:05 

Thi  s 

video  presentation  covers 

communication 

through  business 

writing.  How  to  achieve  results  through  various  business  writing 
techniques,  how  to  organize  business  writing,  how  to  be  clear  and 
friendly  and  still  be  effective,  are  emphasized. 
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COMMUNICATION  SKILLS 
1/2  INCH  VIDEO 


300.101  COMMUNICATING  NON-DEFENSIVEL Y : 

DON'T  TAKE  IT  PERSONALLY 

100.101  A WILD  GOOSE  CHASE 

(see  Management/Supervision/Leadership  for  description) 

100.105  WHO  STEPPED  ON  MY  BUTTERFLY 

(see  Management/Supervision/Leadership  for  description) 


21:05 

5 min. 

10  min. 
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COMMUNICATION  SKILLS 
AUDIO  CASSETTE  TAPES 


300.301  COMMUNICATING  SKILLS 

This  learning  unit  provides  an  introduction  to  organizational 
communication  problems. . .discusses  good  and  bad  communication,  and 
offers  examples  of  each;  and  explaining  the  elements  of  a communica- 
tion system. 

1)  General  Principles  of  Communicating 

2)  Barriers  to  Communicating 

3)  Improving  Personal  Communicating 

4)  Effective  Group  Communicating 

5)  Supervisor  As  A Communicator 

6)  Common  Mistakes  in  Communicating 

300.302  COMMUNICATING  EMPATHY 

A tape-assisted  learning  program.  Deals  with  communicating  feeling. 

300.303  THE  LISTENING  TEST 

A tape-assisted  learning  program  dealing  with  listening  and  under- 
standing what  has  actually  been  said. 
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COMMUNICATION  SKILLS 
BOOKS  AND  PAMPHLETS 


300.501 

WRITING  AND  DESIGNING  OPERATORS  MANUALS 

300.502 

HOW  TO  WRITE  JOB  DESCRIPTIONS 

300.503 

WRITING  AT  WORK:  DO'S,  DON'TS  AND  HOW  TO'S 

300.504 

A MANUAL  FOR  WRITER  OF  TERM  PAPERS,  THESIS  AND  DISSERTATIONS 

300.505 

THE  ELEMENTS  OF  STYLE 

Contains  principles  of  composition,  rules  of  usage,  form,  word  and 
expressions  commonly  used. 

300.506 

WRITING  RESUMES 

300.507 

WRITING  GOOD  PROSE 

300.508 

LOOKING  OUT  - LOOKING  IN 

300.520 

COMPLETE  SPEAKERS  AND  TOASTMASTERS  DESK  BOOK 

300.521 

A SHORT  BOOK  ON  THE  SUBJECT  OF  SPEAKING 

300.522 

THE  ART  OF  CONVERSATION 

300.523 

COMMUNICATE:  A WORKBOOK  FOR  INTERPERSONAL  COMMUNICATIONS 

300.524 

ORGANIZATIONAL  COMMUNICATIONS/BEHAVIOR  PERCEPTIONS 

300.525 

CONVERSATION  MAGIC 

300.526 

MANAGING  PUBLIC  DISPUTES 

300.527 

BRAUDE'S  TREASURY  OF  WIT  & HUMOR 

300.528 

EFFECTIVE  COMMUNICATION 

300.529 

COMMUNICATION  AND  ORGANIZATIONAL  BEHAVIOR 

300.530 

NOBODY'S  PERFECT  - HOW  TO  GIVE  CRITICISM  AND  GET  RESULTS 
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SAFETY/HEALTH 
3/4"  VIDEO 


400.001  LOSS  CONTROL  DOLLARS  MAKE  SENSE 

59  Minutes 

The  National  Safety  Council  presents  information 
control  methods  in  your  work  unit. 

on  using  loss 

400.002  LET'S  PRETEND:  THE  CASE  FOR  EYE  SAFETY 

20  Minutes 

Presents  being  injured  on  the  job  and  how  to  work  to  prevent 


accidents . 

400.003  DISEASE  CONCEPT  OF  ALCOHOLISM 

30  Minutes 

400.004  ACCIDENT  DATA  PLUS: 

24  Minutes 

What  causes  accidents  and  how  to  prevent  them  is  discussed. 


Provides  information  on  how  to  maintain  accident 
outlined  by  the  National  Safety  Council. 

information  as 

400.005  BEND  YOUR  KNEES 

20  Minutes 

Back  problems  from  incorrect  lifting  are  presented  with  information 
on  the  anatomy  of  the  back  and  correct  lifting  techniques. 


400.006  DANGER  ZONE  - YOUR  BACK 

Discusses  back  injury  and  how  to  lift. 

18  Minutes 

400.007  CONFINED  SPACE  SAFETY 

How  to  v/ork  safely  in  a confined  space. 

27  Minutes 

400.008  BY  NATURES  RULE 

30  Minutes 

Video  presents  what  hypothermia  is  and  what  happens  when  it  occurs. 


400.009  YOU  BET  YOUR  EYES 

Discusses  protecting  your  eyes  from  injury. 

18  Minutes 
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HEALTH/SAFETY 
1/2  INCH  VIDEO 


400.101 

400.102 

400.103 

400.104 

400.105 

400.106 

400.107 

400.108 


"ACCIDENT  REPORT"  30  min. 

Deals  with  discussion  from  the  standpoint  of  the  brain  on  what 
causes  accidents. 

MEDICAL  EMERGENCIES  IN  THE  WORKPLACE:  THOSE  CRUCIAL  FIRST  MINUTES 


CPR  - THE  WAY  TO  SAVE  LIVES 


30  min. 


MOTORCYCLE  SAFETY 

DRINKING  AND  DRIVING:  THE  TOLL,  THE  TEARS  57  min. 

THOSE  VITAL  FIRST  MINUTES  20  min. 

Hazardous  materials  response  taped  by  Dupont.  This  program  empha- 
sizes the  importance  of  quick,  well  planned  response  to  hazardous 
material  incidents. 


B.L.E.V.E.  (BAILING  LIQUID  EXPANDING  VAPOR  EXPLOSION)  17  min. 

Using  dramatic  footage  this  program  explains  the  nature,  reason,  and 
danger  associated  with  bailing  liquid  expanding  vapor  fires. 

CLOSED  CONTAINERS  AND  FIRE  20  min. 


Explain  the  dynamics  of  fire  in  a closed  container. 
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HEALTH/SAFETY 
16  mm  FILM 


400.201  CPR  UPDATE  (1986)  30  min. 

When  and  how  to  use  CPR  techniques.  This  is  a training  film  divided 
into  teaching  units. 


400.202  FACTS  ON  BACKS  26  min. 

400.203  BEND  YOUR  KNEES  26  min. 

400.204  BEND  YOUR  KNEES  REVISED  26  min. 

400.205  BACK  SPRAIN  26  min. 

How  back  sprain  occurs  and  demonstrates  proper  lifting  techniques. 

400.206  HEARING  SAFETY  22  min. 
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HEALTH/SAFETY 

SLIDE  - 

TAPE 

400.401 

INDUSTRIAL  HYGIENE 

12 

min. 

400.402 

LOSS  CONTROL 

10 

min. 

400.403 

FIRE  SAFETY 

11 

min. 

400.404 

SAFETY  INSPECTIONS 

10 

mi  n. 

400.405 

MACHINE  SAFEGUARDING 

10 

min. 

400.406 

ACCIDENT  INVESTIGATION 

10 

min. 

400.407 

PERSONAL  PROTECTIVE  EQUIPMENT 

13 

min. 

400.408 

HAND  TOOLS  AND  PORTABLE  POWER  TOOLS 

8 

min. 

400.409 

MANUAL  LIFTING  AND  HANDLING 

10 

min. 

400.410 

ELECTRICAL  SAFETY 

10 

min . 

400.411 

ASPHALT  PAVEMENT  MANAGEMENT 

2 

hrs. 

400.412 

DETECTING  HAZARDOUS  MATERIAL  PRESENCE 

12: 

:45 

64 

si  ides/ 

tape  script 
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HEALTH/ SAFETY 
BOOKS  AND  PAMPHLETS 


400.501 

SUPERVISOR'S  BOOK  OF  SAFETY  MEETINGS 

400.502 

WORKSITE  WELLNESS 

400.503 

ALCOHOL  RELATED  MISCONDUCT 

• 
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LEGAL 

3/4  INCH  VIDEO 


500.001  TORT  LIABILITY  OF  STATE  HIGHWAY  TRANSPORTATION  60  min. 

Discusses  negligence,  liability  and  sovereign  immunity  and  how  the 
Highway  Department  is  involved. 


LEGAL 

1/2  INCH  VIDEO 

500.101  THE  DEPOSITION  35  min. 

100.106  ARBITRATION  - A JUST  CAUSE  LEADERS  GUIDE  52.25  min 

(see  Management/Supervision/Leadership  for  description) 

LEGAL 

BOOKS  AND  PAMPHLETS 

500.501  HANDBOOK  OF  STATE  AND  FEDERAL  EMPLOYMENT  LAWS  FOR  MONTANA  PUBLIC 
EMPLOYEES 

500.502  LEGAL  LIABILITY  AND  THE  HIGHWAY  PROFESSIONAL 

500.503  FEDERAL  LAWS  AND  MATERIAL  RELATING  TO  THE  FEDERAL  HIGHWAY  ADMINI- 
STRATION 

500.504  HOW  OUR  LAWS  ARE  MADE 

500.505  OUR  AMERICAN  GOVERNMENT 

500.506  JUST  CAUSE;  THE  SEVEN  TESTS 

500.507  CASE  STUDIES  - JUST  CAUSE 

500.508  CONTRACT  ADMINISTRATION 

500.509  A GUIDE  TO  HIGHWAY  AND  TRANSIT  CONTRACT  OPPORTUNITIES  FOR  MINORITY  A 
AND  OTHER  DISADVANTAGED  BUSINESS  ENTERPRISES 
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PERSONNEL 
3/4  INCH  VIDEO 


600.001  BILL  COSBY  ON  PREJUDICE 

Bill  Cosby,  narrates  the  video.  He  plays  the  role  of  a "bigot"  and 
uses  satire  and  humor  to  illustrate  the  absurdity  of  bigotry. 

600.002  WHERE  DO 'l  GO  FROM  HERE?  22  min. 

Addresses  the  issue  of  career  planning.  Puts  forth  the  concept  of 
self-directed,  individual  intensive  continuous  action,  as  the  answer 
to  the  challenge  of  growth  and  development.  It  is  used  in  conjunc- 


tion with  upward  mobility  training. 

600.003  THE  CASE  OF  THE  MISSING  PERSON  16  min. 

Uses  a case  study  format  to  explore  the  effect  of  a manager's  expec- 
tations on  the  performance  of  an  employee. 

600.004  A TALE  OF  "0"  - ON  BEING  DIFFERENT  30  min. 

Addresses  the  challenge  of  being  different. 

600.005  FOURTH  ANNUAL  EEO  CONFERENCE  OCT.  1984  3 hrs. 

Video  taping  of  the  conference  content. 

600.006  THE  WORKPLACE  HUSTLE  33  min. 

A video  presentation  on  sexual  harassment  in  the  workplace. 

600.007  FAIR  EMPLOYMENT  PRACTICES  24  min. 

Deals  with  preventing  sexual  harassment. 

600.008  THE  RIVER  OF  NO  RETURN  6 min. 


Deals  with  the  handicapped  and  working  to  meet  challenge. 


PERSONNEL 
16  mm  FILM 


600.201  A DIFFERENT  APPROACH  22  min. 

This  film  presentation  encourages  employment  of  the  handicapped, 
encourages  the  handicapped  to  build  their  self-esteem  and  to  break 
the  barriers  of  prejudice  against  the  handicapped. 
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PERSONNEL 

BOOKS  AND  PAMPHLETS 

600.501  INTERMEDIATE  CIVIL  RIGHTS  TRAINING  PROGRAM 

600.502  THE  PERFORMANCE  APPRAISAL  SOURCE  BOOK 

600.503  THE  NEGLECTED  ART  OF  BEING  INTERVIEWED 

600.504  BEHAVIORAL  INTERVIEWING 

600.505  CONDUCTING  THE  LAWFUL  EMPLOYMENT  INTERVIEW 

600.506  SEVEN  IMPERATIVES:  FAIR  AND  EFFECTIVE  INTERVIEWING 

600.507  THE  INTERVIEWER'S  MANUAL 

600.508  HIRING,  FIRING,  MOTIVATING  AND  DISCIPLINING  WITHOUT  VIOLATING  THE 
LAW 

600.509  ANALYZING  PERFORMANCE  PROBLEMS 

600.510  MANAGING:  PERFORMANCE  APPRAISAL  PROCESS  WORKBOOK 

600.511  ASSESSING  PERFORMANCE  APPRAISAL 

600.512  MONTANA  DEPARTMENT  OF  HIGHWAYS  SUPERVISOR'S  GUIDE  TO  PERFORMANCE 
APPRAISAL 
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TRAINING 

BOOKS  AND  PAMPHLETS 


700.501 

DEVELOPING  ATTITUDES  TOWARD  LEARNING 

700.502 

DELIVERY  EFFECTIVE  TRAINING 

700.503 

THE  TRAINER'S  RESOURCE 

700.504 

DESIGNING  TRAINING  AND  DEVELOPMENT  SYSTEMS 

700.505 

ADULT  LEARNING  IN  YOUR  CLASSROOM 

700.506 

ACTIVITIES  FOR  TRAINERS 

700.507 

PROFESSIONAL  TRAINING  ROLES  & COMPETENCES  - VOLUME  I & II 

700.508 

HOW  TO  SURVIVE  A TRAINING  ASSIGNMENT 

700.509 

50  STRATEGIES  FOR  EXPERIENTAL  LEARNING  - BOOK  1 AND  BOOK  2 

700.510 

THE  ENCYCLOPEDIA  OF  ICE  BREAKERS 

700.511 

HOW  TO  TRAIN  AND  LEAD  QUALITY  CIRCLES 

700.512 

THE  ROLE-PLAYING  TECHNIQUE 

700.513 

ROLE-PLAYING 

700.514 

IDEAS  FOR  TRAINING  MANAGERS  AND  SUPERVISORS 

700.515 

ACTIVITIES  FOR  TRAINERS  - 50  USEFUL  DESIGNS 

700.516 

A HANDBOOK  FOR  STRUCTURAL  EXPERIENCES  Vol . I-IX 

700.517 

STATE  DOH  AND  HIGHWAY  TRAINING  RESOURCES  STUDY 

700.518 

MEASURING  INSTRUCTIONAL  RESULTS 

700.519 

GOAL  ANALYSIS 

700.520 

PREPARING  INSTRUCTIONAL  OBJECTIVES 

700.521 

ANALYZING  PERFORMANCE  PROBLEMS 

700.522 

EVALUATING  JOB-RELATED  TRAINING 

700.523 

COMPLETE  GUIDE  TO  PASTEUP 

700.524 

SUPERVISORY  TRAINING  AND  DEVELOPMENT 

700.525 

TRAINING  DEVELOPMENT  GUIDE 

700.526 

TRAINING  COST  ANALYSIS 

700.527 

THE  SKILLS  OF  HUMAN  RELATIONS  TRAINING 
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TECHNICAL  - MAINTENANCE 
3/4  INCH  VIDEO 


800.001 

800.002 

800.002 

800.003 

800.004 

800.005 

800.006 

800.007 

800.008 

800.009 

800.010 

800.011 

800.012 

MLB:2:dak 


HYDROPLANING  AND  WHAT  HAPPENS  12  min. 

Presents  hydroplaning,  what  it  is,  when  it  occurs,  the  effects  of 
speed  to  hydroplaning  and  what  a driver  can  do  about  it. 

A MATTER  OF  INTERSECTIONS  10  min. 

How  to  drive  through  an  intersection  defensively  is  presented. 

LOOK  BEFORE  BACKING  10  min. 

Discusses  backing  and  how  to  avoid  accidents  when  backing. 

ABC  OF  DIESEL  ENGINES  26  min. 

Friction,  compression  and  the  operation  of  a typical  diesel  engine 
are  outlined.  - 

ABCD'S  OF  PORTABLE  FIRE  EXTINGUISHERS  26  min. 

How  to  put  out  small  fires  before  they  become  dangerous  through  use 
of  fire  extinguishers.  Illustrates  various  types  of  extinguishers, 
how  they  work  and  how  to  use  them  on  different  classes  of  fires. 


TRUCK  WALKAROUND  33  min. 

Presents  a daily  pre-operational  walkaround  inspection  to  determine 
the  safety  of  a vehicle. 

YOU  MAY  NOT  GET  A SECOND  CHANCE  30  min. 

Goodyear  tire  presents  how  to  deal  with  servicing  split  and  multi - 
price  rims. 

THOSE  VITAL  FIRST  MINUTES  20  min. 

Hazardous  materials  response  taped  by  Dupont.  This  program  empha- 
sizes the  importance  of  quick,  well  planned  response  to  hazardous 
material  incidents. 

EVERYONE  PAYS  FOR  POTHOLES  CORNELL  UNIVERSITY  27  min. 

DUMPTRUCK  PREVENTIVE  MAINTENANCE  AND  OPERATION  21  min. 

South  Dakota 

MOWER  PREVENTIVE  MAINTENANCE  AND  OPERATIONS  7 min. 

South  Dakota 

LOADER  OPERATIONS  AND  PREVENTIVE  MAINTENANCE  17  min. 

South  Dakota 

MOTOR  GRADER  OPERATION 


3 parts  on  a one-hour  tape.  Presented  by  Bergstralh  - Shaw  - Newman 
mb:238f/29  -29- 


TECHNICAL  - MAINTENANCE 
3/4  INCH  VIDEO 


Part  I:  Basic  Information 

Start  up  and  shut  down 

Part  II:  Blade  Positioning  and  Maneuvering 

Part  III:  Operating  Techniques 

Each  field  maintenance  area  has  a set. 


18:30  min. 

17:30  min. 
18  min. 


Part  I covers  the  general  design  of  motor  graders.  A pre-operation 
is  demonstrated  as  well  as  proper  start-up  and  shut-down  procedures. 
Part  II  explains  the  five  basic  blade  functions  and  positions.  By 
demonstrating  their  use  the  tape  also  covers  maneuvering.  Part  III 
demonstrates  operating  techniques  for  blading  shoulders  to  recover 
aggregate  and  clear  build-up,  ditching  operations,  and  blade 
patching.  Some  terms  used  are  different  than  those  commonly  used  by 
MDOH.  A "blade  patch"  is  called  "wedging  and  leveling"  and 
"clipping  shoulder"  refers  to  removal  of  shoulder  build-up. 

800.013  IT  ALWAYS  HAPPENS  TO  THE  OTHER  GUY  25  min. 


Talks  about  use  of  safety  equipment,  safe  equipment  operations,  and 
safety  checks.  Attempts  to  make  us  more  safety  conscious. 

800.014  THE  BUSINESS  OF  BACKHOE  LOADER  OPERATION  19:20  min. 

Presents  operation  of  backhoe  equipment.  Discusses  time  management 
in  the  backhoe  operation  and  discusses  safe  operation. 

800.015  ASPHALT  RECYCLER  12:05  min. 


Illustrates  maintenance,  operational  and  safety  aspects  of  how  to 


operate  a Simpson  asphalt  recycler. 

800.016  FRONT  END  LOADER  SAFETY  15  min. 

Misuse  of  a front-end  loader  and  necessity  for  proper  safe  usage  are 
presented.  Proper  usage  is  emphasized. 

800.017  PROFESSIONAL  SHIFTING  - FULLER  TRANSMISSION  45  min. 

800.018  INSTRUCTOR'S  TAPE  - SIMPSON  ASHALT  12  min. 

800.019  HALT  HYDRAULIC  HEADACHE  20  min. 

Presents  preventive  maintenance  procedures. 

800.019  MULTIPLE  CHOICE  SAFETY  25  min. 
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TECHNICAL  - MAINTENANCE 
3/4  INCH  VIDEO 


800.020  USE  OF  EXPLOSIVES  36  min. 

Areas  covered  in  this  video  are:  characteristics  of  explosives, 
qualifications  of  persons  handl ing  "explosives , transportation  of 
explosives,  types  of  storage  facilities,  procedures  and  use  of 
explosives  under  various  operations. 
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TECHNICAL  - MAINTENANCE 
1/2  INCH  VIDEO 


800.101 

YOU  MAY  NOT  GET  A SECOND  CHANCE  30  min. 

Goodyear  Tire  presents  how  to  deal  with  servicing  split  and  multi- 
piece rims. 

800.102 

THE  FLAGGER 

WASHINGTON  STATE  DOT 

800.103 

CHAINSAW  SAFETY  21  min. 

800.104 

FLAGGING  PROCEDURES  AND  OPERATION  14  min. 

MINNESOTA  DOT 

Demonstrates  and  explains  the  functions  and  responsibilities  of  a 
flagger. 

800.105 

VA.  1-95  TIME  LAPSE  4:00  + min. 

Produced  from  a super  8 time  lapse  filming  of  a paving  operation  on 
a 3-lane  interstate.  This  is  a classic  bad  example  of  workzone 
traffic  control.  The  confusion  and  danger  caused  by  the  improper 
placement  of  traffic  control  devices  is  graphically  depicted  in  this 
real-life  example. 

800.106 

GUIDE  FOR  SPRING  HIGHWAY  USE  26  min. 
WASHINGTON  DEPARTMENT  OF  TRANSPORTATION 

Explains  spring  pavement  problem  sources  and  solutions.  Guidelines 
are  provided  for  determining  weight  restrictions  to  reduce  load 
damage  to  weakened  pavement.  This  tape  explains  methods  used  to 
establish  and  remove  weight  restrictions. 

800.107 

BITUMINOUS  SEAL  COAT  - PART  I 17  min. 

UTAH  DEPARTMENT  OF  TRANSPORTATION 

This  video  covers  the  seal  coat  operation  in  areas  of:  surface 
preparation;  signing  and  pilot  car  operation;  asphalt  application; 
aggregate  placement;  and  weather  considerations. 

800.108 

BITUMINOUS  SEAL  COAT  - PART  II  12  min. 

UTAH  DEPARTMENT  OF  TRANSPORTATION 

Covers  seal  coat  operation  in  the  areas  of:  transverse  and 
longitudinal  joints;  truck  operation;  rolling  patters;  opening  the 
project  to  traffic;  and  clean-up. 

800.109 

CRACK  SEALER  OPERATION 

Delaware  Department  of  Transportation 

Part  I - Lighting  the  Burners  13  min. 

Pretrip  Inspection 

Start  Up  & Agitation 

Towing 
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TECHNICAL  - MAINTENANCE 
1/2  INCH  VIDEO 


Part  II  - Applying  the  Sealant  11  min. 

Loading 

Clean-out  & Shut  Down 

800.110 

NORTH  DAKOTA  "SAFETY  ORIENTATION  FOR  TEMPORARY  13.30  mi 

EMPLOYEES 

800.111 

NIGHTIME  TRAFFIC  CONTROL  18  min. 

800.112 

TRAFFIC  CONTROL  FOR  SHORT  TERM  WORK  ZONES 
"FLAGGING  GUIDELINES" 

800.113 

DON'T  BLOW  IT  - EPA 

Asbestos  protection  for  mechanics 

800.114 

WORKING  WITH  PESTICIDES  VOLUME  I AND  VOLUME  II 
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TECHNICAL  - MAINTENANCE 
16  mm  FILM’ 


800.201  ECONOMIC  IMPACT  OF  SNOW  AND  ICE  CONTROL  30  min. 

900.201  JOINT  SEALING  IN  MINNESOTA  20  min. 

900.203  THE  ASPHALT  INSTITUTE  - ROLLING  PLANT  MIX  10  min. 

(see  Technical  - Construction  for  description) 

900.204  THE  ASPHALT  INSTITUTE  - ASPHALT  EMULSION  SPRAY  22  min. 

APPLICATION  (Manual) 

(see  Technical  - Construction  for  description) 
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TECHNICAL  - MAINTENANCE 
SLIDE/TAPE  PROGRAMS 


800.401  PREVENTATIVE  MAINTENANCE  119 

Operator  service  for  trucks. 

800.402  PAVEMENT  MANAGEMENT  WITH  ASPHALT  (Revised  1985) 

Tray  #1  & #2  - Asphalt  Concrete  Pavement 
Tray  #3  & #4  - Portland  Cement  Concrete  Pavement 

800.403  BRIDGE  INSPECTION  FOR  MAINTENANCE  PERSONNEL 
(3  copies) 

800.404  WELDING  INSPECTION  FOR  STEEL  BRIDGES 
(Pocket  welding  guide  available) 

800.405  WORK  ZONE  TRAFFIC  CONTROL 

800.406  CULVERT  INSPECTION 


si ides/scri pt 

si ides/scri pt 

34  min. 

24  min. 

68  slides/ 
script 

380  slides 

66  slides 
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TECHNICAL  - MAINTENANCE 
BOOKS  AND  PAMPHLETS 


800.501 

MAINTENANCE  MATERIALS 

800.502 

MOTOR  GRADER  OPERATIONS  MANUAL 

800.503 

MOTOR  GRADER  OJT  SHEETS 

800.504 

DIESEL  TRUCK  DRIVER  HANDBOOK 

800.505 

DEPARTMENT  OF  HIGHWAYS  MAINTENANCE  MANUAL 

800.506 

DOH  STANDARD  EMERGENCY  PROCEDURES 

800.507 

TECHNIQUES  FOR  COLD  RECYCLING  OF  ASPHALT  PAVEMENT 

800.508 

ASPHALT  CONCRETE  - PLANT  INSPECTION 

800.509 

PORTLAND  CEMENT  CONCRETE  PAVING  INSPECTION 

800.510 

FRONT  END  LOADER  OPERATION  AND  MAINTENANCE  MANUAL 
(Rev.  November  1985) 

800.511 

DOH  ASPHALT  PAVEMENT  MAINTENANCE  REFERENCE  MANUAL 

800.512 

CULVERT  INSPECTIONS  HANDBOOK  - GENERAL  (1988) 

800.513 

CULVERT  INSPECTION  MANUAL  NO.  2 (1988) 

800.514 

PESTICIDE  OPERATOR  MANUAL  (1988) 

800.515 

PILE  DRIVING  HANDBOOK  - SEPT.  1987 

800.516 

PAVEMENT  MARKINGS  - 1984 

800.517 

STRIPING  AND  PAINTING  EQUIPMENT  GUIDE 
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TECHNICAL  - CONSTRUCTION 
3/4  INCH  VIDEO 


900.001  HIGHWAYS  OF  HISTORY 

Presents  history  of  roadways  from  the  time  of  the  Pilgrims  to  date  - 
how  America  and  its  transportation  has  grown. 

900.002  REGULATIONS  FOR  HIGHWAY  CONSTRUCTION  35  min. 

Discusses  OSHA  safety  regulations  for  construction  equipment, 
concrete  forms  and  shoring,  excavation  and  steel  erection. 

900.003  AGGREGATE  SAMPLING  13  min. 

900.004  CHECKING  ASPHALT  DISTRIBUTION  SPREAD  RATE  30  min. 

TRAFFIC  CONTROL  DURING  SEAL  COATING 

SEAL  COST  INSPECTION 

900.005  MICROCOMPUTER  APPLICATION  IN  TRANSPORTATION  (This  is  a video-taped 
conference  with  attached  closures) 

Tape  1 - Overview 

The  Productive  Office 
Urban  Transportation  Planning 
Tape  2 - Ride  Sharing 

Traffic  Engineering 
Transit  Operations 
Tape  3 - Design  and  Engineering 

Construction  and  Maintenance 

900.006  CONSOLIDATION  OF  CONCRETE  BY  VIBRATION  19  min. 


1 hr. 

1 hr. 


Describes  and  demonstrates  correct  practices  for  the  consolidation 
of  concrete  using  various  types  of  vibratory  equipment.  It  is  based 
upon  the  American  Concrete  Institute  Standard  309-72  (Reaffirmed 
1978)  entitled  Recommended  Practice  for  Consolidation  of  Concrete. 

900.007  CERTIFICATES  OF  CONCRETE  FIELD  TESTING  60  min. 

Technicians  - Grade  I 

Covers : 

1)  Temperature,  and  ASTM  C-172  Sampling  Fresh  Concrete. 

2)  ASTM  C-143  Slump  of  Portland  Cement  Concrete. 

3)  ASTM  C-138  Unit  Weights,  Yield,  and  Air  Content 
(Gravimetric)  of  Concrete. 

4)  ASTM  C-231  Air  Content  of  Freshly  Mixed  Concrete  by  The 
Pressure  Method. 

5)  ASTM  C-173  Air  Content  of  Freshly  Mixed  Concrete  by  the 
Volumetric  Method. 

6)  ASTM  C-31  Making  and  Curing  Concrete  Test  Specimens  in 
the  Field. 

900.008  ASPHALT  PAVING  INSPECTION  27  min. 
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TECHNICAL  - CONSTRUCTION 
1/2  INCH  VIDEO 


900.101  WASHINGTON  DEPARTMENT  OF  TRANSPORTATION,  NUCLEAR 

GAUGE  OPERATION,  OVERVIEWS,  ASPHALT  PLANT  INSPECTION 
FIELD  SAMPLING  - EXCAVATION  AND  EMBANKMENT  INSPECTION 
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TECHNICAL  - CONSTRUCTION 
16  mm  FILM 


900.201  JOINT  SEALING  IN  MINNESOTA  20  min. 

900.202  OPEN  GRADED  ASPHALT  FUNCTION  30  min. 

Discusses  the  use  of  mix  to  reduce  skid.  Demonstrates  the  use  of 
skid  resistant  aggregates  and  tests  used  by  various  western  states. 

900.203  THE  ASPHALT  INSTITUTE  - ROLLING  PLANT  MIX  10  min. 

Proper  compaction  of  asphalt  mix  and  the  selection  of  equipment 
used.  Demonstrates  techniques  of  rolling. 

900.204  THE  ASPHALT  INSTITUTE  - ASPHALT  EMULSION  SPRAY  22  min. 

APPLICATION  (Manual) 

Demonstrates  and  discusses  the  application  of  emulsion  and  aggregate 
to  the  roadway. 
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TECHNICAL  - CONSTRUCTION 
SLIDE  - TAPE  PROGRAMS 

900.401  ASPHALT  PAVEMENT  MANAGEMENT 

900.402  ROLLING  AND  COMPACTION  OF  ASPHALT  PAVEMENT 
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TECHNICAL  - CONSTRUCTION 
BOOKS  AND  PAMPHLETS 


900.501 

BASIC  SURVEYING  - SUPERVISOR'S  MANUAL 

900.502 

SURVEY  AIDE  MANUAL:  BASIC  ENGINEERING  WORKBOOK,  SELF  STUDY  COURSE 

Available  to  Survey  Aide  I's  on  request  for  position  advancement. 

900.503 

SURVEY  ONE:  Introduction  to  Surveys  for  Rodmen  and  Chainmen 

(a  self-study  program) 

900.504 

LAND  SURVEYORS  REFERENCE  MANUAL 

900.505 

SOLUTIONS  MANUAL  FOR  LAND  SURVEYORS  REFERENCE  MANAUL 

900.506 

ADVANCED  SURVEYING  SHORT  COURSE 

900.507 

SUCCESS  IN  MATHEMATICS 

Motivation  Development,  Inc. 

"Success  in  Mathematics"  is  a modular  program  of  seven  individ- 
ualized text-workbooks.  The  series  of  programmed  text-workbooks 
have  "pre"  and  "post"  tests,  detailed  instruction,  examples,  and 
self-correcting  problems.  The  booklets  emphasize  basic  concepts  and 
computational  skills. 

Topic  Booklet  14  - Geometric  Symbols  & Elements 

15  - Geometric  Perimeter  & Area 

16  - Geometric  Area  & Volume 

17  - Trigonometry 

18  - Construction 

19  - Scientific  Notation  & Slide  Rule 

20  - Statistics 

900.508 

VOCATIONAL  MATH  SERIES 

Books  1-9 

Motivation  Development,  Inc. 

1982 

A coordinated  program  of  nine  test-workbooks.  Four  introductory 
books  provide  instruction  in  simple  algebra  and  geometry.  The 
subsequent  books  present  concept  and  problems  typically  encountered 
in  different  job  areas.  Each  book  is  a complete  instructional 
program  with  self-correcting  problems  and  a final  exam. 

900.509 

AN  EASY  COURSE  IN  PROGRAMMING  HP-41 

900.510 

MICROCOMPUTERS  IN  CONSTRUCTION  MANAGEMENT 

FHWA  - WORKSHOP  NOTEBOOK 

900.511 

ASPHALT  PLANT  INSPECTION  - METHODS  AND  PROCEDURES 

900.512 

EXCAVATION  AND  EMBANKMENT  INSPECTION 
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TECHNICAL  - CONSTRUCTION 
BOOKS  AND  PAMPHLETS 


900.513 

SOILS  MANUAL  FOR  THE  DESIGN  OF  ASPHALT  PAVEMENT  STRUCTURES 

900.514 

BRIDGE  DECK  INSPECTION 

900.520 

TECHNIQUES  FOR  PAVEMENT  REHABILITATION 

900.521 

PROJECT  MANAGEMENT  FOR  HIGHWAY  CONSTRUCTION 

900.522 

BRIDGE  MAINTENANCE  TRAINING 

900.523 

FUNCTIONAL  REQUIREMENTS  OF  HIGHWAY  SAFETY  FEATURES 

900.524 

PAVEMENT  MANAGEMENT  PRINCIPLES  AND  PRACTICES 

900.525 

ACCESS  MANAGEMENT  FOR  STREETS  AND  HIGHWAYS 

900.526 

THE  DESIGN  AND  ENCROACHMENT  ON  FLOOD  PLAINS  USING  RISK  ANALYSIS 

900.527 

DESIGN,  EXCAVATION,  STABILIZATION  OF  ROCK  SLOPES 

900.528 

HIGHWAY  SAFETY  ENGINEERING  STUDIES 

900.529 

PRACTICAL  APPLICATIONS  OF  STATISTICAL  QUALITY  CONTROL  IN  HIGHWAY 
CONSTRUCTION 

900.530 

BASIC  HIGHWAY  DESIGN 

900.531 

CONCRETE  PAVEMENT  SHORT  COURSE 

900.532 

HOT  MIX  ASPHALT  PAVING  INSPECTION  - A TRAINING  MANUAL 

900.532 

BRIDGE  PAINTING  INSPECTION  (PARTICIPANTS  MANUAL) 
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